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How to use spreadsheets
Load, save and print documents

1. Click on the program Microsoft Excel

2. Type your full name into a cell

3. Press Enter

4. Type your class name or number

5. Press Enter twice. This will leave a blank row.

6. Type the forename of a member of your class

7. Press Enter

8. Type the forenames of another 10 members of your class. Remember to press Enter after each entry

9. Click File and Save as,
10.  Give your file a name eg class list and Save your work

11. Click File and Print your work
Open and edit an existing document
1. Click File

2. Click Open

3. Click the File you want to open eg class list
4. Click Open or double click on the File

5. Click the Cell you want to change

6. Move and click the cursor on the Formula bar where you want to 

    change your entry

7. Make your changes when Edit appears e.g. add the surname to the 

    forenames of the children in your class list.
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8. Press Enter.
9. Save your work.
Changing Font, Font Size and Colour
1. Open your class list file
2. In a different Column add the name of the street where each of the children live.

3. Change the Font, Font style and Colour.

4. To change the Font 

· click on the Cell you which to change

· Click on Format on the tool bar

· Click on Cells

· Click on the Font tab         

   Click on  
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   this menu to   

   change the font 

   type.

   Click on this 

   menu to change 

   the size
   Click on this 

   menu to 

   underline
Click on this menu to change the colour

Entering numbers in a cell
1. Open the class list file
2. In the Column where the street names were entered add the house numbers.

3. In a new Column, add the shoe size of each pupil on your list

4. Choose a different Font Colour for each shoe size

5. Save your work

6. Print your work
Sorting data

1. Open your class list file

2. Select a range that includes the names and addresses and shoe size. Do not select your name and class

3. Sort column A in ascending order by clicking on Data on the tool bar and then Sort. Choose the option to sort in ascending order.

4. Save and Print your work.

Creating a series

1. Open a new work book

2. Type in the first item of your series e.g. January

3. Point to the small black box in the right hand corner of the selected Cell. This is called the Fill handle. The mouse pointer changes to a cross   +
4. Click, hold and drag across or down the Cells where you want your series to appear.

5. Release the mouse when you have finished.

6. The series will now be filled automatically. 
Changing column width

1. Open the class list file

2. Change the column width for the addresses column by

· Click the letter at the top of the column
     whose width you want to change.

· Click Format

· Move to Column

· Click Width

· Enter a new Column Width size

· Click ok. The Column Width will now be changed

3. To change the column width using Autofit move the mouse to the top right corner of the Column, next to the letter, until the pointer has changed to 

4. Double click the mouse. Your Column Width will resize automatically to make the Column fit the text.

5. Change the Column Width for the shoe sizes using AutoFit
Inserting columns and rows

A new column is always inserted to the left of the column you have selected. For example, if you type text in Cell C1 and you insert a new column, your text will be moved to Cell D1 as the new column is inserted to the left.

1. Open the class list file

2. Insert a new column between the address and the shoe size. To insert the column

· Click on any Cell in the next Column to the right of where you want to Insert the new Column.

· Click Insert
· Click Columns

3. Add the telephone number of each person on your list in the new Column

4. Insert a Row above the first name

5. Add column headings and centre them using the centre icon

A new Row is always inserted above the Row you have selected. For Example, if you type text in Cell B3 and you Insert a new Row, your text will be moved to Cell B4 as the new Row is inserted above

Deleting Columns 

1. Click any Cell in the Column you wish to delete
2. Click Edit

3. Click Delete

4. Click Entire Column

5. Click OK

Deleting Rows
1. Click any Cell in the Row you want to delete

2. Click Edit

3. Click Delete

4. Click Entire Row
5. Click OK

Wrapping Text

 If you write a lot of text into a Cell, the Cell expands and runs over other Cells unless you Wrap text. Wrap text allows you to type a sentence that runs onto the next line and not over other Cells

1. Open a new workbook

2. Type ‘first name’ in Cell A3

3. Type ‘surname’ in Cell A4

4. Type ‘height in centimetres’ in Cell A5

5. Type ‘weight in kilograms’ in Cell A6

6. Wrap the text in Cell A5 and A6

· Click on the cell in which you want to wrap text

· Click format

· Click Cells

· Click the Alignment tab

· Click Wrap text
· Click ok
Adding borders

1. Open a new workbook

2. To add borders that cover all the Active Cells on your worksheet, click the Select All button in the top left-hand corner of the worksheet

3. Click Format

4. Click Cells

5. Click the Border tab

6. Click Inside

7. Click ok. Your worksheet will now have gridlines around all the data when it is printed.

8. To add a border to a single cell select the cell to which you want to add a border and follow instructions above.
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Merging Cells
1. Open a new work book

2. Enter this table using the Fill Handle to create the series of days of the week.
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3. Change the column width to make the columns fit the text

4. Add your own temperature data or copy the data provided below

5. Merge cells for the title and each of the classes

· Select the cells you want to merge into one. For example A1 – D1

· Click Format

· Click Cells

· Click the Alignment tab

· Click Merge Cells
· Click OK

· Your cells will be merged into one

6. Fill each Merged Cell with a different Fill Colour and add appropriate borders
· Select the cells you wish to fill with colour

· Click format
· Click cells

· Click the pattern tab

· Click the colour of your choice
7. Save and Print your work
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Creating a graph
1. Copy the table below into a new worksheet
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2. Select all the cells that contain information about the pets.

3. Click Insert

4. Click Chart

5. Click the Standards Type tab

6. Choose the graph you need.

7. Click next twice

8. Add a title for your graph and label the axes
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9. Choose a location for you graph. E.g. to be inserted as an object within your worksheet or on a separate page.

10. Click Finish

Editing Chart Colours
1. Open an existing workbook that contains a chart

2. Double click the mouse on the white area background. This is the Chart Area. The Format Chart Area box will open.
3. Click a Colour
4. Click OK

5. Double click the background of the graph (the Plot Area) to change its Colour.
6. Double click the bars of the graph ( the Data Series) to change their Colour
7. Try this again by selecting the areas you want to change with a single click and clicking the Format icon on the Chart toolbar.
Using the Addition Formula
Addition Formula:   = first cell address + second cell address

1. Open a new work book   
2. Enter the first number into a Cell       [image: image6.png]=181 x|
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3. Enter the second number into the 
     Cell  below. 
4. Select the Cell below the numbers you want to add together.

5. Type the Formula           
           =       cell address           +            cell address
                      of first number                   of second number
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6. Press Enter
Using the Sum Formula
Sum Formula:  =sum(first cell address:last cell address)
1. Open a new workbook.

2. List the numbers you want to add in one column

3. Select the cell below the numbers you want to add together.

4. Type the Formula

   =  sum  (  cell address         :       cell address          )

                 of first number             of last number
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5. Press Enter
Try this activity                                                                
1. Open a new workbook

2. .Enter the following problems as additions

· You buy a CD for £12.99, a DVD for £18.99 and a video for £11.99. How much do they cost in total?

· You buy a magazine for £2.99, a newspaper for 49p and a comic for £1.59. How much do they cost in total?

· You buy a packet of mints for 20p, a chocolate bar for 43p and a bag of crisps for 23p. How much do they cost in total?

· You buy a T-shirt for £7.99, a pair of socks for £1.79 and a skirt for £17. How much do they cost in total>

· You buy a pen for £1.50, an eraser for 87p and a pencil for 90p. How much do they cost in total?


2. Enter a formula to calculate the answer

3. Save and Print

To Use Autosum
1. Open a new workbook

2. List the numbers you want to add in one column

3. Select the cell below the the numbers you want to add together

4. Click the Autosum icon



5. The formula will now appear

6. Press Enter. The total will now appear

Using the Subtraction Formula

Subtraction Formula:  =first cell address - second cell address
1. Open a new workbook

2. Enter the first number into a cell.

3. Enter the number you want to subtract from the first in the cell below

4. Select the cell below the number you want to subtract

5. Type the formula

   =          cell address          -        cell address

            of first number                of second number
      6. Press Enter

Using the multiplication formula

Multiplication Formula:  =first cell address * second cell address

1. Open a new workbook

2. Enter the first number into a cell.

3. Enter the number you want to multiply it by in the cell below

4. Select the cell below 

5. Type the formula
   =          cell address          *        cell address

            of first number                of second number
6. Press Enter

Using the Division Formula
Division Formula:  =first cell address / second cell address

1. Open a new work book

2. Enter the first number into a cell

3. Enter the number you want to divide by in the cell to the left

4. Select the cell below one of the numbers

5. Type the Formula   
=          cell address          /        cell address

            of first number                of second number
6. Press Enter
Using the Average Formula
Average Formula:  =Average(first cell address: second cell address)
1. Open a new work book

2. List the numbers you want to make an average of in one column
3. Select the cell below the list

4. Type the Formula   
=      Average     (     cell address         :        cell address               )
                                of first number                of second number
5. Press Enter. Your answer will appear
Formulas for finding the minimum and maximum

 Formula:  =MIN(first cell address: last cell address)
Formula:  =MAX(first cell address: second cell address)
Using Percentages

You can use the Percent Style Format and the Multiplication Formula to help you calculate the Percentage of any number


If you want to calculate 15% of 45

1. Open a new workbook

2. Enter 45 in a cell

3. Select the cell to the right

4. Click Format

5. Click cells

6. Click the number tab

7. Click the Percentage

8. Click OK

9. Enter 15 in the cell

10. Select the cell to the right

11. Enter the Multiplication Formula
12. Press Enter. Your answer will appear.

· Before you enter the number, select the cell and click the currency icon[image: image9.png]=181 x|
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· Follow the above instructions and your answer will appear with a currency symbol

Calculate the class attendance
1. Open a new workbook

2. Copy the class attendance table below into your workbook 
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3. Format the cells in the % Attendance column to show percentages

4. Calculate the number of pupils in each class, using the multiplication Formula

5. Save and Print

Remember you can use the icons on the top of your screen to open a New workbook and Save.





You can also


Double click on the Cell that you want to change.


In the Cell, move the cursor to where you want to make your changes





Remember you can always change the Font using the icons on the toolbar





Remember if you don’t select all the columns, only the column that you select will be sorted. You could mix up all the names and addresses if you forget to select all the columns





You can also use Format Menu to use AutoFit. Select the Column. Click Format then move to Column and then click AutoFit Selection





Remember you have to click the Cell in which you want to Wrap Text before you click Format





Remember do not press the spacebar when typing your Formula.


Always put the   =   sign first.


The Cell Address starts with the letter and the number follows e.g. A1





Remember





Always use a  =  sign and do not leave spaces in the Formula.





The symbol for division is /





You can type the Formula in a cell above, below or to the side of the numbers. The important thing is to get the Cell Address correct





What if I want to find a percentage of an amount of money?





You can format cells to show percentages using the percent style icon








                                      

  School Improvement Service, Vale of Glamorgan                                              


